	 PERSONAL INFORMATION
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Mohamed.351527@2freemail.com
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	01/03/2016–Present
	Dept collector (ADIB  portfolio )

	
	Collect Plus, Dubai (United Arab Emirates) 

	
	-Help companies and banks get paid

-Track down people who owe money from overdue bills and negotiate payment. Usually, this is done over the phone or by mail. If that person is no longer at that address or phone number, try to track them down using the web, post office or other means.

-Remind people of their overdue bills and do their best to negotiate payment. Negotiating a payment plan, or in extreme situations, legal action. keep track of the debtors to make sure that they are repaying what is owed.​


	08/08/2015–28/02/2016
	Office Manager

	
	Al Mustaqbal Institute for quality, Dubai (United Arab Emirates) 

	
	· Office Management

· Teambuilding & Supervision

· Staff Development & Training

· Policies & Procedures Manuals

· Report & Document Preparation

· Spreadsheet & Database Creation

· Accounts Payable / Receivable

· Bookkeeping & Payroll

· Records Management

· Meeting & Event Planning

· Inventory Management

· Expense Reduction


	25/07/2013–01/08/2015
	Lawyer

	
	Al Nasharty for Advocates and legal consulting, motobus (Egypt) 


Drawing up contracts and other legal documents
	· Negotiating (not all cases will end up in court)

· Explaining the law and giving general legal advice 

· Settling disputes and supervising any agreements

· Researching and gathering evidence

· Analysing legal documents
	


	EDUCATION AND TRAINING
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	01/10/2008–01/08/2013
	Bachelor of Law
	

	
	Alexandria University, Alexandria (Egypt) 


	01/10/2013–Present
	Diploma in public Law
	

	
	Alexandria university, Alexandria (Egypt) 


	01/01/2014–01/04/2014
	General English
	

	
	International British Academy, Alexandria (Egypt) 


	01/01/2014–01/04/2014
	International Computer Driving License
	

	
	International British Academy, Alexandria (Egypt) 


	18/05/2015–10/08/2015
	International Arbitration
	

	
	International British Academy, Alexandria (Egypt) 


	PERSONAL SKILLS
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	Mother tongue
	Arabic

	Other Languages 
	English : Fluent

	Communication skills
	Good communication skills gained through my experience as an office manager​


	Driving licence
                   
	UAE driving licence issued from Dubai 

Reference : 1 month notice period



